Though very little of it is complimentary, much has been said about all of the meetings that are usually run. Committees meet, groups meet, and meet some more. There is little chance that we will change this and we really don't want to. Meetings are a way of life and to a large extent, the necessary thread of life in most volunteer organizations. The reason we sometimes make fun of them or complain about them is that they take up a lot of our time.
MAKING MEETINGS MORE PRODUCTIVE.
The three dimensions of a meeting: 
During the meeting
After the meeting
TIPS FOR MEETING LEADERS
In order to make meetings productive, the leader and participants should follow a systematic series of procedures which will insure they enter the meeting well prepared. Once in the meeting, each person has an obligation to devote his or her energies to accomplishing the stated purpose of the meeting.
PREPARING FOR THE MEETING Prepare an agenda and be sure that everyone receives a copy before the meeting starts. Indicate topics to be covered and the approximate time to be spent on each topic. 4. Prepare an outline for your own use in leading the discussion, showing more detailed breakdown of subjects, questions and other specific methods you will use in guiding the group. 5. Prepare opening remarks. These should be well thought out, but they should be informal and not read from a manuscript. 6. Be sure that all necessary facilities and materials to be used are available and in order. 7. Select a recorder and coordinate with him or her as to the nature of the proceedings. 8. Be prepared to vary and amend your schedule if necessary.
1. Accomplish the purpose of the meeting. This is the basic responsibility, and the leader must constantly be aware of whether the group is reaching its objective.
2. Start discussion and keep it organized. Stimulating discussion among group members and keeping it systematic requires constant attention and active listening.
3. Guide and control the discussion. The leader must ensure that every participant has a chance to speak, that the outline is being followed, and that the time is being observed.
Leader's Tools and Methods 1. Opening remarks: These should be conversational, establishing common ground and indicating group interest. They should be brief. Notes may be used, but this should not be a formal speech. The topic or problem should be stated clearly, making a definite transition to the first point on the agenda. Start with a general question, being ready to follow up with a more specific question if necessary.
2. Organized sequence: If the discussion follows a clear, well-organized sequence, the group will be more inclined to participate and talk freely.
3. Transitions and summaries: The leader should make clear when the discussion turns from one point to another. He or she should summarize as the discussion progresses so that everyone knows where the group stands.
4. Action: Identify action items and assign those who are responsible for them. Establish the time frame for completing these items.
